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The general purpose of the occupational analysis is 
to provide workable, basic information dealing with the many and 
varied duties performed in the word processing occupation. The 
document opens with a brief introduction followed by a job 
description. The bulk of the document is presented in table form. Ten 
duties are broken down into a number of tasks and for each task a 
two-page table is presented, showing on the first page: tools, 
equipment, materials, objects acted upon; performance knowledge 
(related also to decisions, cues and errors) ; safety**hazard; and on 
the second page: science; math^-^number systems; atd communications 
(performance modes, examples, and skills and concepts) . The duties 
include: operating power keyboards; transcribing documents; filing, 
logging and recordkeeping; proofreading and editing; implementing 
procedures and flow charts; originating and completing documents; 
originating formats; managing time and tasks; supervising the center; 
and administering secretarial/clerical support. A three^page glossary 
is appended. (BP) 
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FOREWORD 



The occupational analysis project was conducted by The Instructional Materials 
Laboratory, Trade and Industrial Education, The Ohio State University in con- 
junction with the State Department of Education, Division of Vocational Educa- 
tion pursuant to a grant from the U.S. Office of Education. 

The Occupational Analysis project was proposed and conducted to train voca* 
tional educators in the. techniques of making a comprehensive occupational 
analysis. Instructors were selected from Agriculture, Business, Distributive, 
How Economics and Trade and Industrial Education to gain experience in 
developing analysis documents for sixty-one different occupations. Represent 
tatives from Business, Industry, Medicine, and Education were involved with 
the vocational instructors in conducting the analysis process. 

The project was conducted in three phases. Phase one involved the planning 
and development of the project strategies. The analysis process was based 
on sound principles of learning and behavior. Phase two was the identifica- 
tion, selection and orientation of all participants. The training and work- 
shop sessions constituted the third phase. TWo-week workshops were held 
during which teams of vocational instructors conducted an analysis cf the 
occupations in which they had ei4>loyment experience. The Instructors were 
assisted by both occupational constdtants and subject matter specialists. 

The project resulted in producing one hundred two trained vocational Instruc* 
tors capable of conducting and assisting in a comprehensive analysis of 
various occupations. Occupational analysis data were generated for sixty-one 
occupations. The analysis included a statement of the various tasks performed 
in each occupation. For each task the following items were identified: 
tools and equipment; procedural knowledge; safety knowledge; concepts and 
skills of mathematics, science and communication needed for successful per- 
formance in the occupation. The analysis data provided a basis for generating 
instructional materials* course outlines, student performance objectives, 
criterion Pleasures as well as identifying specific supporting skills and 
knowledge in the academic subject areas. 



PREFACE 



The chief aim of this publication is to make available to secondary and post*secondary 
schools and other educational agencies » an analysis of the tasks performed in W6rd 
Processing by qualified workers in entry* level and advanced positions. A careful perusal 
of the contents of this book should enable a competrat Instructor to develop a course 
outline, content study guide, lesson plans and. instructional sheets, outline for course 
scope and sequence, performance objectives and test items, and self*lnstructional student 
study units. Heretofore, this information has not been available in a single publication. 
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JOB DESCRIPTION 



Word processing Involves the handling of a vide variety of documents within an office, 
utilising modem techniques and equipment for producing the largest volume of work 
within the least amount of time. A word processor operates magnetic and electric 
typewriters » transcribes office communications taken from magnetic belts » keyboards 
on electronic typewriters, dictates original material on magnetic belts, proofreads 
and edits, keeps records and logs dally production, duplicates material, originates 
procedures, works with flow charts, files, and develops formats of various types of 
office communication. The e3q[>ertlse of this individual will reflect the quality of 
the company at large. 
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Duty A Opieratlng Power Keyboards 

1 Record document In form for distribution 

2 Proofread/edit document during playback 

3 Revise document during playback 

4 Make required copies for distribution/storage 
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Duty R Transcribing Documents 

1 Regulate controls on transcriber 

2 Regulate controls on power typewriter 

3 Listen to recorded material 

A Keyboard dictated document while listening 
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3 Release/return documents to/from storage 
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Duty D Proofreading and Editing 

1 Identify errors during playback 

2 Edit document 

3 Keyboard revised document 

4 Discuss all problems with originator of work 
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Duty E Implementing Procedures and Flow Charts 

1 Follow procedures manual 

2 Interpret coding of format 

3 Interpret flow of materials/procedures 

4 Utilize information 

5 Recommend changes and improvements to the system for better utiliza 
of equipment 
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Duty F Originating and Completing Documents 

1 Compose a document on magnetic media 

2 Proofread/edit while mechanically correcting errors on machine utilizing 
magnetic media 

3 Playback document in final copy 

4 Burst » sign, fold and attach related materials 

5 Distribute finished product 

6 Follow and establish dictation procedures when applicable 
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Duty G Originating Formats 

1 Determine type of format 

2 Compose document to be formated 

3 Utilize coding applicable to format 

4 Keyboard document 

5 Playback final copy 
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Duty H Managing Time and Tasks 

1 Self* log a task data sheet 

2 Record a work count 

3 Maintain strict time schedule on all work produced 
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Duty I Supervising the Center 



1 Supervise all typing and clerical support function in the center 

2 Schedule, control, report and maintain quality standard 

3 Maintain integrity on all confidential material being produced 

4 Administer salaries and appraise performance 

5 Establish and maintain training and cross training schedules 

6 Coordinate all functional activities with other affected areas 

7 Review and analyze new and revised procedures and implement necessary changes 

8 Motivate employees 
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Duty J Administrating Secretarial/Clerical Support 

1 Route and distribute articles of mutual interest 

2 Prepare and secure advances and complete necessary expense reports 

3 Keep records and place orders for all equipment and supplies needed 
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GLOSSARY 



BatchlnR - collecting similar work which could be produced at one operation 

Buck Slip - Individual slip of paper attached to memos or documents to Indicate 
distribution 

Bursting - separating perforated paper after documents have been typed automatically; 
bursting Is done both vertically and horizontally 

Carbonized Sheet - registers Impression made by typewriter on Instrument without the 
need for carbon paper 

Cartridge - a single reel of magnetic tape in a plastic or netal container designed 
to feed the tape into an automatic typewriter 

Console - the unit housing the record /playback mechanism and related controls of a 
text editing typewriter 

Copy - material worked from to prepare final or hard copy 

Copy Revision - includes console preparation, automatic playback when making corrections 
due to editorial changes, and actuating of various playback controls; console adjust- 
ments are included, if required 

Editing - reading back, scanning, deleting, inserting and reformatlng 
Final Copy - the finished product 

Flow Chart - a graphic representation of the flow of work from origin to completion in 
which symbols are used to represent operations and equipment 

Hard Copy - typewritten copy of any description 

Input - Information entered into a system to be processed 
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Input Word Processing Equipment - new name used by IBM for dictation equipment to better 
describe its function in a word processing system 

Keyboarding - includes depressing keys on the typewriter keyboard; also includes platen 
movement, back spacing, underlining and tabbing 

Logging - a method of recording, cataloging and/or filing documents or media 

Log Sheet - a document prepared and maintained by operators to index work on any given 

tape, card, etc., or to keep track of incoming and outgoing work, turnaround time, etc. 

Mag Card/Mag Tape - tape or card coated or impregnated with magnetic material on which 
information may be stored in the form of coded polarized spots 

Magnetic Keyboard - a device for recording alphanumeric characters on a magnetic tape or 
card, such as IBM Magnetic Tape • 'Selectric' • Typewriter, or Mag Card • 'Selectric** 
Typewriter 

Media - generalization of the various types and kinds of things on which recordings can be 
made 

Matching - collecting finished material, segregating into sets of documents for mail or dis- 
tribution; related in content, e.g., letter and attachment which goes to the same person 

Mode - the operating editions of a unit 

i Original Dictation - communications that are machine dictatable and origiiml in content-in a 

word processing system, one of three forms In which work reaches a typing station 

Pin Feed Plater - a typewriter platen having a sprocket-like pin feed for feeding continuous 
forms through a typewriter 

Playback - includes all console preparation and automatic playback control handling and 
machine playback time 

Power Keyboard - a term referring to the family of automatic or text editing typewriter 
^ eqtdpment 
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Preparation - Includes handling paper, loading the recording media, console preparation, 
and typewriter preparation (tabs, margins, margin re-sets) 

Prerecorded - material stored on magnetic tapes or cards for repetitive use, such as 

standard paragraphs In form letters-ln a word processing system, one of three forms 
In which work reaches a type station 

Quality Control - a check on work to keep a uniform quality and appearance, always striving 
to standardize where possible 

Self -logging - an employee's record of time required to do a job 

Standard Data - a predetermined time standard obtained and accepted for a particular activity 
as reliable and representative of the work performed 

Task Data Sheet - a record of jobs by time period during a single work day 

Task List - a detailed record of each type of work performed by each worker and the average 
number of hours spent to do it per week 

Transcription - ronverslcn by a secretary of recorded dictation to hard copy 

Transmitting - routing documents from one area to another; methods: hard copy, telephone, 
or verbal information 

Turnaround Time - the elapsed time between the beginning and completion of a task 

Word Processing System - the combination of specific procedures, methods, equipment, and 
people designed to accomplish the transition of a written, verbal, or recorded work 
and distributed to its ultimate use 

Work Count - a count of the volume of work of an employee 

Work Measurement - a process of determining how much time is required to do a given amount 
of work 
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